IN AN ELEVATOR
Q: Who enters and leaves first?

A: Always allow the group on an elevator to step
out before you try to enter. Upon entering, press or
give the floor number you desire. Always add a
"please” and/or “thank you." If the elevator is
crowded, a brief "out please" should suffice when
you have reached your floor. Usually, a woman
preceded a man both in entering and leaving an
elevator, but if this creates a traffic jam, choose the
easiest way out.

IN STORES OR SHOPPING

Q: Are salespeople considered a part of the public
sector?

A: Salespersons are a part of your public; treat them
with courtesy and consideration. If you have a
justified complaint make it to the proper manage-
ment officials. Don't have the salesperson bring out
things for you to see, then decide to think it over,
without so much as a "thank you" for their trouble.
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SociAL GRACES

To many young adults and adolescents,
social standards and taboos exist to limit
the pleasures of their social lives. Young
people should remember, however, that the

traditions that bind them are not the invention
of their parents and teachers. They have deep %
social roots, and disregarding customs may have
consequences far more extreme than seems justified

by some seemingly trivial lapse. A young woman's-
and a young man's---good name and social and
moral reputation, in our day as in every other period
in history, is an asset to be protected. Abiding by the
established standards of behavior and manners helps
to keep one from being conspicuous and misunder-
stood. Public behavior should be decent, friendly
and quiet. Personal relations are most rewarding
when conducted with dignity and privacy.

For MEN ONLY

¢ A well-mannered young man never boasts about
his conquests or criticizes other dates.

*  When you call a young woman for a date;
identify yourself immediately and be specific by
saying, "Would you like to go to a movie
Saturday night?" Don't trap her by saying,
"What are you doing Saturday night?" Make it
easy for her to accept or refuse. Never make it a
guessing game.

*  When you call a young woman for a date, tell
her your plans so she will know how to dress.

* Don't keep asking a young woman for a date if
she continually refuses you. But if she declines
and gives you a reason or asks for a rain check,
the chances are she hopes you will call again.

*  Be prompt when you call for your young
woman, or telephone if you must be late. And
don't sit in the car and honk when you call for
her. Go to the door and ask for her.

e Unless you know her very well, you should meet
the young woman at her home. Talk with the
young womans' parents before you leave.
Discuss with them what time they would like to
have her home.

*  When you make a date weeks in advance, it is
considerate to telephone the young woman a few
days before the date. This is reassurance for both
of you.

IN A PuBLic CONVEYANCE

: Who enters a bus, subway, streetcar, or a train
3%
first? Who leaves first?

A: The man steps aside to allow the woman he is
with to enter a public conveyance first. He does not
step aside to allow other women to enter, although it
is thoughtful of him to be alert to elderly or infirm
women or men who may be at a disadvantage in the
crowd. In leaving the vehicle, the man gets out first
so that he is in a position to assist the woman.

Q: When does a man give up his seat in a public
conveyance to a woman?

A: A man retains his seat in a crowded vehicle
unless the woman who enters and stands near him is:
a) Elderly
b) Carrying a baby or attempting to control a
small child, is burdened with packages, or is
too short to reach the hand-straps
c) Physically disabled (this would of course be
true for any disabled person, man or
woman).
In other words, the man gives up his seat to anyone
who obviously needs it more than he does, and this
same courtesy applies to young women as well. In
accepting the seat, the person receiving the courtesy
shows appreciation by saying "thank you." If this is
a woman and she is accompanied by a man, her
escort also says “thank you.”

IN A PrivaTE CAR
Q: Who enters and leaves an automobile first?

A: The man customarily opens the car door and
allows the woman to precede him into the vehicle. If
the situation involves one man who is driving and
one woman, the man opens the front door on the
passenger side and seats his companion, then goes
around the car to the driver’s side to take his own
seat. If the woman is going to drive, the man first
seats her in the driving seat and then goes around the
car to take his own seat beside her on the passenger
side.

In leaving the car, the man steps out first, then goes
around the car to the woman's side, opens her door
and stands aside or assists her while she leaves the

vehicle.



c. When women are in close proximity and remov-
ing his hat is practicable--club, hotel, apartment
house elevators, foyers. He usually does not
remove his hat in public buildings such as
railroad or bus terminals, in office building
corridors and elevators, nor does he remove his
hat when walking through hotel lobbies and
department stores, or in other stores.

Q: Who passes first through the doorways of
buildings?

A: In general, when a man and woman are entering
a building together, the man opens the door and then
stands aside to allow the woman to enter first.
However, convenience, safety and strength must be
considered, especially in public buildings where the
doors are frequently heavy and hard to hold open. In
this situation it is better for the man to go through
first, forcing the door open and holding it while the
woman follows him. If the door is a revolving door,
the woman enters first and the man puts the door in
motion for her. If the door is an elevator door, the
woman enters first and the man follows and gives
the floor number to the operator or pushes the
button. When the desired floor has been reached, the
man stands aside and allows the woman to leave the
elevator ahead of him.

Q: Can I chew gum while walking?

A: It is not considered good manners to chew gum
or to eat while walking on the street. However, if
you do chew gum in spite of all advice against it, let
your thythm be noiseless. Do not chew when you are
talking.

Q: Should I display affection in public?

A: Avoid familiarities or any display of emotions
such as anger; warmth of affection or passion. Be
poised. An affectionate greeting or good-bye has its
place in travel settings only.

' ON THE STREET—TIPS

e Berespectful and considerate
’9 of elderly persons on the
street.
*® e Don’t talk or laugh so loud
that you attract the attention
of others.

e Itis always the man who thanks the woman for
the evening after he sees her home.

* Never break a date unless it is impossible to
keep the commitment. Get another man to fill in
for you if you can--after you consult with the
woman.

*  Open doors for the woman whenever possible.

¢ When on a dinner date, discuss the menu with
the woman and make a few suggestions. She has
no other way of knowing what you can afford.
You give her order and yours to the waiter. In
some places the waiter asks the woman for her
order first, then he asks you.

e After dinner it is up to the man to suggest
leaving the restaurant. He knows the plans for
the evening.

« If, at a party, no one is presiding at the punch
bowl, serve your partner and yourself. Then
walk away from the table so others may be
served.

DANCES

Attending dances is an important part of your social
life as young people. Here are some rules that should
be followed at dances.

*  You and your date should always have
the first and the last dance together.

e The female always precedes her
partner to the dance floor. 4

¢ When a male asks a female for a dance,
the answer should be simply "Yes, certainly" or
"I am sorry, I would like to sit this one out."

* Never refuse a dance with one male and accept
one with another for the same dance. This
reflects very poor manners.

TEAS AND RECEPTIONS

An invitation to such activities may be formal and
informal and usually do not require a response.
However, if you will not be able to attend, the
hostesses will appreciate a note or a call expressing
your disappointment that you are unable to attend.

There may be a receiving line, the purpose of which
is to make it easy, convenient and certain that each
guest meet the VIPs (very important people) for the
occasion. The "VIPs" may be the hostesse, officers
of an organization and/or sponsors of an activity.



When the activity has a planned program featured,
the receiving line is formed after the program is
presented.

Approach the receiving line with a smiling face. If
the hostess does not immediately say your name
clearly, then introduce any companion you may have
with you. It is the hostess’ duty to introduce the
guest of honor, and to set the precedent whether or
not to shake hands. Avoid holding up the line with a
long conversation but don't limit yourself strictly to
just "How do you do." A pleasant sentence or two is
in order.

MANNERS IN PuUBLIC

The title "Manners in Public" does

not imply that we can have one set

of manners for home use and another
set for use when in public. The
manners we practice at home with

the family will be the same as those

we display away from home. Party
manners, like cheap veneer, peel off

at the first hard rub. Only the genuinely
poised and confident person can maintain
a poised and confident attitude in public
situations. Only the person whose home behavior is
unfailing courteous will be unfailingly courteous
when in public.

ON THE STREET

Q: Should a man always walk on the outside (the
curb side) of the pavement, or should he walk so
that the woman is always on the right?

A: In this country, tradition has long maintained
that the man should keep to the outside, or curb side
of the pavement. In order to remain in this position,
he moves behind his companion as necessity re-
quires when they change the direction of their walk.
The woman automatically moves to the right or left
in response to his change of position. If one man is
walking with two women, he continues to take the
outside position; he does not walk between them.
One woman walking with two men, on the other
hand, does take the middle position.

Q: Who is expected to speak first when acquaintan-
ces meet in passing?

A: It is the woman's role to speak first if there is
any hesitation about recognition. Usually, both
people are likely to speak almost in unison. This is a
situation where friendliness is more important than
strict adherence to the rule. Say "Hello, Jane," “How
do you do, Mr. Jones?", or "Good morning."

Q: When does a man offer his arm to a woman?

A: Ifaman and a woman are walking together in a
crowd, the man offers his arm to the woman to
prevent separation. A man will also offer his arm, for
example, to an older woman when she is crossing
the street or climbing steps. The man does not grip
the woman's arm and push her along ahead of him.
He crooks his elbow and allows his companion to
slip her hand through comfortably. Women should
not hang heavily on a man's arm.

Q: When does a man tip or remove his hat?

A: Since many men go hatless, this problem does
not arise as frequently as in the past. However, for
the man who wears a hat, custom has not changed.

A man tips his hat:

a. When he greets a woman he knows as they pass
each other on the street or in other public places.

b. When he is walking with a woman and the
woman greets a friend (man or woman) who is
passing by.

c. When he is walking with another man who
greets a woman as she is passing. If the friend
being greeted is a man instead
of a woman, none of the men
tip their hats.

d. To a clergyman, although

he does not ordinarily tip
his hat to other men.

A man removes his hat:

a. When he stops to talk with a woman he knows
on the street, in an elevator, an apartment
building or hotel.

b. When he is walking with a woman and she stops
to talk with another woman. If his companion
stops to talk with another man, he does not
remove his hat.



